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MEMORANDUM Fuk: Director of Central Intelligence 
FECH : FF. W. i. Jamey 
Jirector of Persamel 
oubJECT : Uareer faudance 
KGPEACAS >: treo fr XI to uf/fers dtd 17 Jul 78, subj: 


Recruitment and Career Culdance 


i. Action Soquirec: None. This nenoranis is in respoise to 
paragraph 3 of roterence requesting iiforestion relative to the career 
comselliz services availavle in tie avency, Paragraphs 1 and 2 of 


reference are being answered separately. 


2. Siscussion: Carocr couseliu: has always teen a viable service 
in the Agency but was given forai status aui visibility in 13973 in 
response tO @ Tocommendation of the Personnel Approacivs Sialy Croup. 
Their receendation was L.corporated in the re;,ilations in —— 
which requires tis ileads of the Carcer Services to create a Career 
Service-wice cowiscling program to provide: 


25X1 


a. Counseling for employees when recommended in the course 
of the evaluation process. 


b. A visibie counseling service whers employees may go on 
their own initiative for career guidance and jou assistance. 


3. Eaca Carser service has included specific information relative 
to the carcer counseling services of that Directorate in its Personnel 
jiamdbook. These Uancbooks are either given to cach of the soplovees of 
tae Career Service or are reaully accessibie fer reference at identified 


25X1 


Approved For Release 2005/07/12 : CIA-RDP82-00357R000340070010-5 
CONFIDENS! Az, 


- Approved For Retease 2005/07/12 : CIA-RDP82-00357R00@800070010-5 


places, 3ucn a3 wita supervisors. In addition, copies are maintained 
di tue Office of Persoiiel component (Staff Personnel Division) which 
provides counsaliug dia ruidanca. The handbooks include identification 
oy title and telepnone aummer of the officially desijnated coumselors. 
Attacned is a precis of tie material on this subject in each of the 
ilanuboors, 


4, Carcer counselors of the Career Services are either senior 
eificers of tus incividual cospmments or officers specifically 
identified as Career } anazement Officers for the Career Services or 
Subgroups, Ine graues oc the officer vary, but are usually in the 
(S Llé-io ran,e as representing long experience in Agency activities. 
CoLponent personel otficers are aiso identified as sources for 
obtaining cowselins services. In addition te the identification of 
tae vesipnated counselors, all the handbooks note that it is a priaary. 
reapoasibility of line supervisors to provide counseling and guidance 
te ecployees. 


5S. #iso availabie to all esployces are beveloprental Profiles 
waich are Lasic descristions of tae career tracks of the various 
aisciplines or protessions of the Agency. They are developed by the 
Career Services or subgroups, as appropriate, and are availabic either 
taurough publication in the Handboois or by distribution to surervisors | 
and Counselors. tieSe Profiles are also available in the Starf 
Placement Livision of tae Uffice of Personnel. In addition to the 
virectorate level services, Career cowseling and guidance is provided 
by OPu 0a en Agency-wide basis. Lnployées entering on duty are 
advises ut their UJ briefings of this source for counseling, tie 
responsibility is discussed at the various nana,erent courses, and the 
umaibwoks also iueatify SFi as tue office providing information and 
carcer counseling, essi:ient intormation and related guidance across 
(areer Service lines. 


t. In Support of the cousseling activities the Cffice of Training 
offers a course for coimselors or other employees having any involvesen 
with Counseling responsibilities. ‘ne pilot maming was in July 1974; 
the 1luti course will be offered in ceptamber 1978. The course is 
oifered four tines a yoar and is attenced by three employces selected: 
by sacn of the four mejor Carver Services. It sets very pood reviews 
from the attendees. 


7. #nile tiere nave been secretarial and clerical panels operating 
in suse Carcer Services or subsrouzs for several years, the DUCI's 
sesoranion of 13 April iy7é makes paucl structures for the management 
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of these exployees an Agency-wide policy. There is now a Career 
Service level Secretarial Funel in each Directorate respensible for 
the career management, cevelopment, competitive evaluation and 
assignaent of Secretaries in graces GS-08 and above. Panels sre 
established in all Career Service subgroups to perform the same 
functions fur the secretarial persomei in grades 65-97 and below and 
for ali clerical personel. The eqransion of the vamel system ensures 
that all employees will be included in the counseling requirements of 
the members of the panels will offer sources for counseling 
in tion to tae alreacy established system of supervisors, carver 
management officer, ami other forsally designated coumselor personnel. 


8. ‘fe belisve all employees, new and old, officers and clerical, 


have available an abundance of sources for optalaing acyice ax 
guidance in developing a career pian. 


F. hk. HH. Jamey 
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